Revised: 04/03
Long Term Assignment
Expense Reimbursement
Reimbursement for expenses incurred during a Long Term Assignment can be requested on

CalATERS. Read these instructions prior to creating the Expense Reimbursement form. The
instructions include:

1) Information on updating the employee Profile.
2) Information on keying the Expense Reimbursement form.

These instructions are to be used in conjunction with the Create Expense Reimbursement or Special
Account Coding instructions.
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. Employee Profile Information

Before creating the Expense Reimbursement form verify that your Profile information is
correct based on the dates for the expenses that will be requested on the form.

Preparers and submitters should ask the employee to follow the instructions in this section to
verify that their Profile is correct based on the dates for the expenses that will be requested on
the form.

WARNING: Once the initial step to create an Expense Reimbursement is executed the
system will take a “snap shot” image of the Profile information which is used to audit the form.
If your Profile is inaccurate on a submitted form, you may be required to update your Profile
and create a new Expense Reimbursement form.

To access your Profile click on the [Profile: button at the top of the Work Queue.
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Verify/Update the Profile

The following pages identify fields contained in the Profile and their impact when creating an
Expense Reimbursement for a Long Term Assignment (LTA). Verify the following fields are
correct:

Name

E-mail address

Business Phone

CB Description must reflect your CB (Collective Bargaining) status at the time the LTA
expenses occurred.

YV VY

[Mext

Verify and correct information, then click the button.

Continued on the next page.
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Employee Profile Information (continued)

Verify/Update the Profile (continued)

Mailing Address — For those who are not on Direct Deposit, the Mailing address is the
location where Expense Reimbursement payments will be mailed. If you wish your payment to
be mailed to the address of your LTA, this Mailing address must be updated.

et

Verify and correct information, then click the button.
Profile Information
E Expense Reimbursements
will be mailed to this

\Mailing Address: | 44— | address.

Streeti 500 Capitol &ve. Ci't*;.-':! Sacramento
State:| ca ZTipcode:| 95614-
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Finizhed Cancel PrepareiSubmit For <0 Back I | hlext o> i

Continued on the next page
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. Employee Profile Information (continued)

Verify/Update the Profile (continued)

Long Term Assignment (LTA) Information
Verify or update the following fields:

1. At the field asking “Are you on a Long Term Assignment?”, click “YES”.

2. Key in or use the calendar Tl button to assign the Begin and End dates.
The expenses claimed on your Expense Reimbursement form must fall between the Begin
and End dates specified on this screen.

3. Key in the address of the long-term assignment in the LTA Residence Address field.
If payments are to be mailed to this location, change/update the information on the
Mailing Address screen (see page 3).

4. Inthe Permanent Address field, key your permanent residence address.

Click . Fnished Iwhich will update your Profile.

Profile Information

£

Long Term Assignment (LTA) Information

Are you ona long term assignment’? | fiEa

Start date:| Ol Endoste] (s :]
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State:l .EipCDde:i - State:! zipCDde:! "

Finished Cancel | Prepare/Submit For | < Back | Pext > |

REMINDER: If keying a retroactive Expense Reimbursement and fields were changed to
reflect the period of the Expense Reimbursement request, after the form is keyed, return to
the Profile and update the fields with current information.
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Il Expense Reimbursement Information

When the Profile is updated review the information provided in this section then use the
instructions provided in Create Expense Reimbursement or Special Account Coding.

Trip/Expense Categories Tab

Select the trip type Long Term Assignment. Other trip types may also be included on the
same form (e.g., Regular Travel).

File: Edit Wiew Help

5 : .
s 5 & [= =
Back  Mext Save Motes Info Frint. Help
1. General 2. TripExpense Categories i 3, Expenses | 5 Comreten |

Selection of Trip or Expenses

select fivm the following list
= Long Term — B
Assignment
lon-State Sponsored Conference/Convention tl"lp type
Mon-Travel Expenses
Fegular Trawvel
State Sponsored ConferencefConyention
=
Trip successfully removed

Continued on next page.
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Il Expense Reimbursement Information (continued)

Expenses Tab

The drop down list of expenses will display miscellaneous expenses, as well as, expenses
used only for LTA trips.

il TAMMIE A WILSOMN [Expense Reimbursement Form: LTA - San Francisco June 2001]

File Edit Wiew Help
-

Back  Pext Save Notes  Info Ler

&

Print  Help

1. General I 2, TripExpense Categaries: 3. EXpenses j 4. Completion

June 2001 ]

Fri ‘ Sat ‘ 2un | Wi Tue e
Jun 1 Jun 2 Jun 3 Jun 4 Jun & Jun

Thit Fri Sat Sun kon | Tmals}l

Jun ¥ Jun 8 Jun 3 dup | dum 1

Auto Rertal

Bireakfast, Business

Biricdge Tolls

Bz Fare

Busziness Expense - Cther

Commercial &ir Fare

Conference Fees

Conveyvance Rental

Cinner, Business

Emnergency Purchase

Emnergency Repair

Ferry

. Totals  IHotel Bus Fare

L eqal Expenditure
Expens;
¥ ue ol oRg Distames Telephene sensnnans

LTA Full Day Lodging

LTA Full Day Mealsincidentals
LT Full Morithly Mealsincidentals
LT Morthly Lodging - types.
LT& Partial Morthly Meslsincidentals

LTA expense

LT Partial Day Lodging
LTA& Partial Day Mealzincidentals =

Milesge, Bicycle
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Following is an explanation of expenses used with LTA trips:

» LTA Monthly Lodging — Monthly cost incurred from lodging expense while on LTA. This
expense is keyed on one date with the full monthly lodging amount (e.g. amount of $1100

keyed on 08/01/01).

» LTA Full Monthly Meals/Incidentals — Monthly cost incurred from meals/incidentals
while on LTA. This expense must be keyed on each date the expense is eligible (e.g.,
amount $10 must be keyed for each qualifying date of the LTA).

» LTA Partial Monthly Meals/Incidentals — Cost incurred from meals and incidental
expenses for travel of 12 hours up to 24 hours while on LTA. This expense is keyed when
LTA Monthly Lodging expense is claimed and travel of 12 hours up to 24 hours occurs

during that month.

Continued on next page
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Expense Reimbursement Information (continued)

Expenses Tab (continued)

LTA Full Day Lodging - Cost incurred from lodging at a commercial establishment from
12 hours up to 24 hours while on a LTA (e.g., amount $24 is keyed for the qualifying date
of the LTA). When claiming meals/incidentals must use the LTA Full Day
Meals/Incidentals expense.

LTA Full Day Meals/Incidentals — Cost incurred from meals and/or incidentals while
lodging at a commercial establishment from 12 hours up to 24 hours while on a LTA (e.g.,
amount $10 is keyed for the qualifying date of the LTA). When claiming lodging must use
the LTA Full Day Lodging expense.

LTA Partial Day Lodging — Lodging cost incurred while on LTA, lodging expense for
travel less than 12 hours.

LTA Partial Day Meals/Incidentals - Cost incurred from meals and incidental expenses
for travel less than 12 hours while on a LTA.

LTA Expenses — A message will appear when an LTA expense (see list above) is entered on
tab 3. Expenses and the Profile does not have LTA information or the dates on the Profile
LTA Information screen do not correlate with the dates requested on the Expense
Reimbursement see message below.

Review ltems - Exceptions

ftem must he cleared to successtully complete this form,
Exception; Trip dates of this expense not within the LTA dates 05004 200 and 0730001 found in the user profile.

Tk I Eancell Pu:uliu:@.-'...l

When this messages displays, you cannot request the LTA trip on this Expense
Reimbursement form. The Profile must be updated and a new Expense Reimbursement form
must be created.
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